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You have been 
asked to oversee
a project!
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Today we will focus on project management basics to help you with 
planning, communications, and available software to ensure that 
you successfully execute your project from start to finish.

1. Construct a 
basic project 
plan

2. Communicate 
with a status 
report

3. Use Software 
for tracking
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QUICK ACTIVITY: Write Down a Project
Directions: In Magic Marker in very large letters, 
please write the name of a project assigned to you.

PROJECT = Has a start date and an end date (not ongoing work)

S D C O E  E P M O  T e a m
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Group Activity: Construct a Project Plan
• We will construct a sample project plan together using a worksheet. You will fill in your 

project plan that connects back to your project.
• We will introduce terminology as we go (milestones, phases, deliverables, stakeholders, 

pilot, etc.). Don’t get hung up on terms right now, just focus on the concepts.



Project Plan Worksheet
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With whom do I need to communicate?

• Project Team
• Stakeholders
• Steering Committee

How often am I communicating?

• Every Week, Bi-Weekly, Monthly

What is the agreed upon method of 
communication?
• In person (team meeting, standup meeting, 1:1)
• Email
• Skype
• Phone conference

What am I communicating?

• Status Report
• Accomplished Tasks/Activities
• Tasks/Activities that need to be completed
• Potential Risks/Roadblocks and Mitigation

4  Q U E S T I O N S  T O  
A S K  Y O U R S E L F



Sample 
Status 
Report
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Communications Matrix
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INFORMATION
DELIVERY 
METHOD FREQUENCY

OWNER 
(Sender)

AUDIENCE 
(Recipients)

Kickoff Meeting In person / 
Face-to-face Once Project 

Manager

Project team 
Sponsor,
Stakeholders

Project Team 
Meetings

Stand-up or 
Conference call Weekly Project 

Manager Project team

Monthly Status 
Meetings

Face-to-face or 
Conference call Monthly Project 

Manager
Project 
Stakeholders

Status Reports Email Monthly Project 
Manager

Steering 
Committee

You can use a Communications Matrix to think through all the people/groups 
you should be communicating with from start to finish.
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Tasks Deadlines

Dependencies Progress

Issues Risks

T Y P E S  O F  I T E M S
T O  T R A C K



Project Management Software
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Project 
Management Task Microsoft Office Google Other Software

Project Document 
Management 
(repository)

OneDrive or 
SharePoint Google Drive

dropbox.com
box.com

Project Plan Word Google Doc
openproject.org
monday.com
asana.com

Project Task 
Tracking Excel or Planner Google Sheets

trello.com
clickup.com
todoist.com

Collaboration/
Communication 
Methods

Outlook, Skype Gmail, Hangouts slack.com

Status Reports Word, PowerPoint Google Docs, 
Google Slides smartsheet.com

https://www.dropbox.com
https://www.box.com
https://www.openproject.org
https://monday.com
https://asana.com
https://trello.com
https://clickup.com
https://todoist.com/
https://slack.com
https://www.smartsheet.com/content/project-report-templates


Excel Example
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Activity Responsible Dates Status Dependencies Notes

S A M P L E  C O L U M N  H E A D E R S



Monday.com Board
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https://www.monday.com
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You're on your way 
to successfully 
completing 
your project!
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1: Plan 2: Communicate 3. Monitor & Track

ON TIME

ON BUDGET

ACHIEVES 
PROJECT 
OBJECTIVES

PROJECT SUCCESS = On time, on budget, achieves objectives

With effective 
planning, 
communication,
and tracking,
you are on your 
way to successfully 
completing a 
project.

Great resources for more information: pmi.org or projectmanagement.com

https://www.pmi.org/
https://www.projectmanagement.com/

	Best Practices�for�Managing a Project
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Project Plan Worksheet
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Sample Status Report
	Communications Matrix
	Slide Number 12
	Project Management Software 
	Excel Example
	Monday.com Board 
	Slide Number 16
	Slide Number 17

